	Job Description and Specifications

	Position Title
	Creditors Clerk
	Position Grade
	

	Department
	SLINA Finance
	Location
	Windhoek

	Reports to
	Accountant
	Direct Reports
	None

	Internal Relations
	Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics 
	External Relations
	3rd Party Service Providers, clients 

	Job Code
	APC
	


	Basic Function
	Responsible for the receipt of invoices and matching of invoices to purchase orders and proof of delivery.


	Key Responsibilities 

	Core
	1. Administer a portfolio of supplier accounts, ensuring that suppliers are paid on time and that account queries are resolved in time.

2. Ensure that internal controls are adhered to and accurate payments are made.

3. Perform supplier reconciliations on a monthly basis and resolve outstanding items.

4. Responsible for the validation and authorization of all payments.

5. Ability to multitask, work under pressure and handle large volumes of processing.

6. Assist with daily management expenses processing.

7. Management of relationships with internal and external stakeholders.

8. Implementing standardised department controls and policies to ensure increased accuracy and efficiency

9. Ad-hoc requests from Finance Manager and Accountant.

	EHS
	1. Adhere to PPE requirements of the company

2. To adhere to all of Namlog policies, procedures and SHE requirements.


	Decision-Making

	1. Correct action according to the authority limited.


	Key Performance Indicators (KPIs)

	1. Abide by the goal setting forms (Individual KPI’S) of the current financial year


	Qualification

	Qualifications
	1. Grade 12 (Matric) 

2. Relevant Financial Qualification or qualified by experience



	Experience 

	1. 3 years Accounts Payable experience

2. Good knowledge of Pastel Accounting 

3. Good knowledge of Microsoft Excel (setting up and editing spread sheets)

4. Microsoft Word and Outlook

5. Experience in Logistics or transport industry will be beneficial

*Note: Industry Experience wherever its applicable



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Networking / Relationship Building

· Conflict Management 

· Risk Management 

· Stress Management

· Influence 

· Initiative 

· Planning & Organizing

· Decision Making

· Analytical Thinking
· Teamwork

	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Investigation Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Total Quality Management Knowledge

· Internal Audit Compliance Knowledge




	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· EHS corporate objectives awareness

· Awareness of Environment Health & Safety incident reporting
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I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.

Management reserves the right to amend the Job description at any time without prior notice.
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